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APPLICATION FOR RECORDS R~TENTION SCHEDULE 

I Adult and Continuing Education l N O V  1 0 1982 I J A N  1 9  1983 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HIJTORV 

RECORDS UANAGEMENT D I V I I O N  

~~ ~~ ~~ 

I. Rnontobntlct Working T i e  T&pho% Number 

1. A a i o n R q d  
Neil C. Gunter Administrator 656-2600 

8. 0 Establish Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present Kcumulation; no further accumulation anticiprted. 

FOR AGENCY UPE 
rppliaion &to 

@plication Nu* 

- 
c. Q Amend Application No.-74-414 Check One: QCChange; 0 Supercede: 0 Void 

1. DateaofSarii 1 6. Reawda S w i  Titk (followedbv tide urcd in office; i fdi f fmtl  

1. ~ c y A d d n r ,  FOR RECORDS YANAGEMENT USE 
Wiation Nwbu 

W - \ J \ L \ - A  Department of Education 
Office of Planning and Development 
Education Development Diyision - D m  Raaived m m  canpietad 

larliest latest General Educational Development 
1946 I Present (GED High School Equivalency) Files 
i. Diviaion d O f f i i  Function 

I 
What is the function of the Division and the Office in which th i s  record series is created? 

The GED function is currently operating as part of the Adult Education Unit following 
State directive and American Council on Education - GED Testing Service. 
Three functions are performed (1) Issuing GED Certificates to those passing the 

tests based on an application from one of a network 
of statewide testing centers, 

., 

(2 )  Issuing transcripts 

( 3 )  Maintaining various records related thereto 

1. Record S r i n  Dowiption 

Documents relating to: 

T h i s  tik contains the following documents fincluds form numben md rides, if my) :  
Attach samples of the file. 

Administering the statewide GED Testing Program. 
lnduded are: 

Separate files for each testing center; permanent record of each applicant- 
passing the tests, other related files. 

Fik  is arm&: 

Alphabetically by name of applicant and year in which tests were taken. r 

H o w o f t e n d s  I. Monthly Refwena Rate referred m which we: 

Om to six months old : Seven to twelve months old ; Thirteen to twentyfour months old 

twentyfiq months mnd older * t  . 
I. Ann4 Rate of Aaumulation of Recards 

Letter-rize drawers ; Lagal&e drawers : ~ l w  ;Otk(&tfYJ 

Lateral drawers - 3 .  
5-50-7t: W . 7 6  (OUU) 



a. I s  this the off idrl 

1. RetentionRequkrments The following requires mC a i c r  to be bpt: 

a. S u t e  Lm W f S .  d. Audit period years. 
b. Ststun of limitation ycarr. a. Administrative need A y e a r s .  
c. Federal law WUS. 1. Federal retention instructions years. 

Attach wpy or ex& of laws or regulations. Explain dminimative need. 

These records are equivalent tothose of a student who graduated from a regular 
high School and constitutes a permanent recafd-of~~High~SchoolCCreeeatiaLs. 

2 Approved D i rpo r i t i  Instructions This agency recommends that the f i k  series be cut off at  the end of each: 
M CIlendarYur; 0 FisalYmr; 0 Other then. 

0 Hold in the current f i b  area month(s) year(s1; then 
0 Transfer to local holding area; hold 
0 Transfer to State Rewrds Center; hold 
0 Dcrtroy. 
0 Transfer to State Archives for permnent retention. 
& Other lspccitvl 

yearlr]; then 
yearb); then 

Microfilg, making a permanent security'copy and an office reference copy. 
paper records after microfilm has been processed and checked. 
copy to the State Archives for permanent retention. 
current files area for 50 years; 

Destroy 

Hold office reference copy in 
Send microfilm security 

then destroy. 
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__- 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
' RECORD w1.u CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

8.Earliest & Latest 9.Exact Series Title 
GENERAL EDUCATION DEVELOPMENT HIGH SCHOOL EQUIVALENCY APPLICATION FILES D tes of Series 

_ _ _ ~ _ _ Y .  -- . 19%0 to Date ~~ 

~ ~- I_~.. 

O .  What is the function of the office in which  this^ record series i s  created? 
The Office of Adult and Vocational Education provides for planning and budgeting, 
research, development, eval ua t ion, speci a1 programs, management information, staff 
development,publ ic 1 ibrary services,' consultative' services, post-secondary schogls; 

adult testing, j o b  preparation, consumer education, high school vocational programs, 
and compreheasive high schools. , .  

State Schools, Manpower Development Training-, Adult 1 iteracy, basic adult education, 

i 

.. 
i..-. ~_I. . .  

. .  
. .  . .  .. ~. ~. 

Y 
. .  

- .~_I - I 

1. This file contains the  following documents, (include form numbers and titles, if my, 
.+ d 

i 

,.. 
__ i 

~- . .. 
~ ~~ 

~ and file arrangement). .~ . 

* -- 
: 

,':Documents relating to the applications for the issuance of General €ducation 
E i I " 1% 

,Development High School Equivalency Diploma. 

p. 
(3)  Index ~ , bL 

Included are ( I )  DE FORM 51 Application f o  High School Diploma 
; i  

I '  

(2) GEDTS Form 30 Official Test Results 

I -  
Files are a'rranged in two parts. The First Part-consists of records o f  

- 
applicants who passed the test and rece-ived diplomas. The Second Part- confists 
of records Of applicants who did not pSss thei-r~~test. Both parts are arrangdd 
chronologi~cal ly by year eppl ication was made; thereunder alphabetical Iy by name 

.~ . 
_ I  .. 

of the applicant. . c -  

. 



- .  - .  - - - -- __ - -* prep*'  c0,u.n l <  ... 1 n r  I. ' i t s .  .p1e..- e.rl.Ln Y E S  NO 
13. I s  t h i s  t h e  Record Copy of t h e  s e r i e s ?  [XI [ 1 
1 4 .  Is t he re  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  age&? 1 [ X I  

15 .  Is the information contained i n  t h i s  series ever summarized or pQl ished?  [ X I  [ 1 

16. Does the  s e r i e s  contain c l a s s i f i e d  information, requiring secur i ty  handling? B 1  [ 1 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? [ 1 [XI 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  1 
19. Is the  s e r i e s  ( o r  major portion of it) regular ly  microfilmed? If yes ,  why? [ X I  [ 1 

Attach copy of summary o r  publication. Departmental Annual Report 

House B i l l  69 closes a l l  student records. 

I Space Fac tors  
20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  [ 1 61 

21. Does the  record s e r i e s  contain documentation produced as EDP pr in tout?  [ 1 k l  
22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- [ 3 [ X I  

#Z3 Reissuance of  diploma may be needed i n  the  f u t u r e .  
s i t i o n  of these f i l e s ?  

23. W i l l  t here  be a need f o r  these records 10, 15 years from now? i f  yes,  what? [ X I  [ 1 
1 2 4 .  REQUIREMENTS. The following requires the f i l e s  t o  be k e p t  45 years :  

a. [ ]STATE b .  []STATUTE OF c .  []AUDIT d .  [IFEDEML e .  ~ ] A D E l I N I S T F A T I V E  f .  [ ] H I S T O R I C A L  
LAW LIMITATION P E R I O D  LAW DECTS IOU VAL,UE 

( C i t e  Law, S t a t u t e ,  or o ther  reason for t h e  retentiow roqiiirement) 
I f  a diploma was l o s t  these papers would be needed t o  document t h a t  a diploma was issued, 
and to  re i ssue  a d u p l i c a t e  diploma. 

- 
25. AGENCY RECOt4iiiNDATIONS. This agency recommends tha t  the  f i l e  s e r i e s  be cut off  a t  the end 

, then  : 
. .  ~. 

of each -[]CALENDAR YEAR -[]FISCAL YE& dACTHER- .- . .. . . 

PART I :  RECORDS OF APPLICANTS WHO RECEIVED DIPLOMA: Cut o f f  a t  end of each ca lendar  year; 
then mi.crof i lm, making I re fe rence copy arid i s e c u r i t y  copy; then des t roy  a f t e r  t h e  micro- 
f i  I m  has been processed and inspected. 

M i c r o f i l m  Office Reference Copy: Ho ld  i n  c u r r e n t  f i l e 3  area 45 years; then des t roy .  

Microf i I m  S e c u r i t y  Copy: T r a n s f e r  t o  S t a t e  Archives;  h o l d  permanent ly .  

Cut o f f  a t  end o f  each  ca lendar  
year; h o l d  i n  c u r r e n t  f i l e s  area 5 years; then t r a n s f e r  t o  S t a t e  Records Center; h o l d  
40 yea:rs; then des t roy  . 

PART I I :  RECQRDS OF APPLiCANTS NOT RECEIVING DIPLOMA: 


